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HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: RECREATION SERVICES COORDINATOR

DEFINITION 

Under general supervision, to plan, organize, lead, and conduct the recreational program or community services of

a community area or center; to provide responsible and technical staff assistance; and to do related work as

required.

DISTINGUISHING CHARACTERISTICS

This is an entry/journey class in the  professional recreation series.  Positions in this class work under general

supervision in accordance with established schedules and standards exercising independent judgment in solving

problems.  Incumbents are expected to assume full respon sibility for the recre ational prog ram ming  at center o r to

coordinate a community service program.  This responsibility usually involves the selection, training, supervision,

and evaluation of subordinates, and budget preparation and administration.

REPORTS TO: Recreation Supervisor

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from the Recreation Supervisor.  May exercises general supervision over lower level

recrea tion perso nnel. 

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

• Plan, organize, supervise, lead and participate in a recreation program for a neighborhood center or a

community service program.

• Assist in the direction of a recreational activity for a community area, either in a recreational center or for an

area pro gram . 

• Participate in program planning meetings and assist in developing program and activity plans and reviewing

curren t program s. 

• Organ ize athletic, craf t, social and  instruction al activities. 

• Super vise and  participate in  various g ame s and s porting ev ents. 

• Develo p participa nt interest a nd enthu siasm . 

• Supervise the use and care of recreational equipment and buildings

• Prepa re recre ation club re cords o f mem bership  and par ticipation. 

• Plan and  condu ct group  tours an d outings . 

• Requ isition recrea tional supp lies and m aterials, m aintain an inv entory, and  control the ir use. 

• Super vise, train an d evalua te subo rdinates. 

Additionally, when assigned to Project Bridge:
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• Coordinate and facilitate the implementation of the youth gang violence reduction program.

• Facilitate agreements between agencies relative to delivery of programs and services.

• Identify barrier s to servic e and w ork with ind ividual orga nizations an d agen cies to im prove s ervice de livery to

at-risk or gang involved youth.

• Develop and maintain working relationships between public agencies, non-profit organizations and the

com mu nity.

• Identify and ensure articulation of community services with the youth outreach efforts.

• Evaluate  program s and s ervices to  determ ine if goals a nd obje ctives are  being m et.

• Establish a vision and advocate for the institutionalizing of those strategies found to be successful in reducing

gang violence.

QUALIFICATIONS 

Know ledge of:  

• Principles  of supe rvision, training , perform ance e valuation, a nd bud geting. 

• Modern methods, techniques, principles and procedures used in the development, maintenance and

administration of special programs.

• First aid pra ctices an d techn iques. 

• Personal computer operation and software applications.

• Principles and practices of organizing and conducting public recreation programs.

• Recordkeeping and reporting procedures.

• Instructional techniques and methods for recreation programs for a variety of interests and abilities.

• Comm unity structures and processes; individual and group dynamics.

Additionally, when assigned to Project Bridge:

• Individual and group dynamics including volunteers and community based organizations.

• Health, education and social needs of at-risk and gang involved youth.

Ability to:  

• Plan , orga nize, le ad an d dire ct ind ividua ls and  grou ps an d par ticipa te in re crea tiona l and s ocia l activitie s with in

a flexible wo rk sch edule. 

• Establish and maintain effective working relationships with those contacted in the course of work.

• Adher e to prog ram  standa rds and  objectives . 

• Unde rstand a nd follow o ral and wr itten instruction s. 

• Com mun icate clear ly and conc isely, orally and in wr iting. 

• Prepa re and m aintain a va riety of record s and re ports. 
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• Meet a nd dea l tactfully with the pu blic.  

• Select, train, supervise, and evaluate subordinates.

• Solve  discip linary p roble ms  effectively.

• Operate personal computer and applicable software applications.

Additionally, when assigned to Project Bridge:

• Plan, organize, coordinate and direct the implementation of special programs and services suited to the needs

of at-risk and gang involved youth.

• Work effectively with diverse, multi-cultural, business, educational and religious groups.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typical way to obtain the knowledge and abilities would be:

  

Education: Equivalent to an Associate’s Degree from an accredited college with major work in recreation

or a close ly related field. 

Experience:  One yea r of expe rience in g roup rec reational ac tivity leadership. 

MEDICAL CATEGORY:  Group 1

NECESSARY SPECIAL REQUIREMENTS

Possession of, or ability to obtain, a valid Class “C” California Motor Vehicle Operator=s License.

CAREER ADVANCEMENT OPPORT UNITIES

From: Recreation Services Coo rdinator 

To: Recreation Supervisor


